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APPLICATION FOR RECORDS DISPOSITION STANDARD

&

INSTRUCTIONS: Prepare in duplicate ar‘d forward to the Records Management Analyst, Management Systems Dswsaon

3. Dept., Division, Subdivision & Admlmsterlng Office Address FOR RECORDS MANAGEMENT DIVISION USE
Department of Finance and Admlnlstratlon  Date Received A”m“mmN° Date Completed
Division of Accounting o May 181976 "7(, 2 wy 24
100 Peachtree St., N.W. ‘ '. 1976
Suite 1300 : 1. Application 2. Dept Application No.
Atlanta, GA 30303

4. Person to Contact ['s. Wbrking Title : 6. Telephone Number
Douglas M. Haire Records Mgt. Analyst 586-5260

7. Actipon Requested B S - o
a. }Establlsh Retention Schedule; record will continue to accumulate.

b. O Dispose of present accumulation; no frrther accumulation anticipated.
¢. -J Amend Application No. PR S Check One: - - Change; [0 Supercede; O void

8. Dates of Series 7 9. Records Series Title (followed by title used in office; if different} N

Earliest . Latest ‘ . ' _

1976 | Present Daily Work Report File (5.0.C. Timesheet File) _

10. Division and Office Function What is the function of the Division and the Office in which this record series is created?

See Attached.

13

1

11. Record Serles Description This file contains the following doquments (include form m;r;bers and titles, if any):

Attach samples of the file. .
Documents relatingto:  the compensation of employees for time worked.

Included are:  computer reports listing the name of employee; time signed in for
work; leave time; absences taken; hours worked; signature of employee; and
certification of supervisor. : " : ‘

File is arranged:

numerically by employee number, by pay period,{9/ /Vaa,_

12. I\}I_Sr‘wthly Reference Rate How often are records referred to which are:
One to six months old ___10—, : Seven to twelve months old ___ 10 ; Thirteen to twenty-four months old 1 ;

1 ’

twenty-five months and older

13. Annual Rate of Accumulation of Records

Letter-size drawers

i Legalsizedrawers _______ ; Shelves e\ e ; Other (specify)

3012 (3/76)




LYgl;:‘. NO | 14. Questionnaire {Place an *X"" in the proper column) : % o . _
a. Is this the official copy of the series? . : . * ' .
X If not, where is it? R ' L ’ ]
b. Does the series contain c{)nftdential information requiring security handling? If yes, cite law or regulation. ! A
X ' / ) S . S ]
X c. |s this a vital record? o ; ﬁ.w b - -
B X d. Doeithns serigs have historical or Iong term research vallr_e_'»’_ . L ]
e.” When éne or two documents in the ﬁle make it necessary to keep the entire file for a Iong period, could these documents be °
X scheduied separately? : ' ) o
X - f. Is the information contained in this series ever pubhshed7 If ves, attach copv
R y. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
X | If yes, attach copy.
h. Is there a duphcatron of this series in your offuce orin another office or agency?
X tf ves, where?
"_}‘{ i. s this series {or a major portion of ;t) regularly microfitmed? N - s 7]
X : j. Does the record serres result in a computer printout? i
| 15. Retention Requirements { The following rqu{r-e_st_he series to be kept:
a. State Law _.,._3_ years. d. Audit period - - ) . years.
b. Statute of limitation - _— _ years. e. Administrative need -~ years.
c. Federal law _ years. . f. Federal retention instructions 3 _ vyeas past

1l

Attach copy or excert of laws or regulations. Explain administrative need. date of submission of the final ex-
penditure report - UMTA - E.O.M.

~III D-41.
16. Approved Disposition Instructions This agency recomrnends_r that t'he tile series be cut off at the-end of ea_ch: o N
Calendar Year; [J Fiscal Year; & Other ' ——_ ____then,
[J Hold in the current filesarea _______ ___monthis}_ _. . vyearl(s); then
[J Transfer to local holdingarea;hold ____ year(s); then
D Transfer to State Records Center; hold ___ year(s); then
O Destroy.
[ Transfer to State Archlves for permanent retention.
O Other (Specify) - ' .
Microfilmed duplicates will be used as reference documents in the Payroll
.Branch/Accounting Division. The original copy will be malntalned in the
Division of Management Systems,mlcrofllm storage.
Both copies will be held untrl date of subm|55|on of -the flnal expenditure repOrt'(U%fTA);
then destroyed. : _
\
These instructions apply to all prior and future accumulations of the series.
{Indicate briefly rationale for recommendations a.bovelor write additional remarks);
17. APPROVALS
Appr'aree!_ eEé?ﬁhent Records T—H

pptm\m,uﬁ%m 51176

Approved ivision of Audit Date
WA, e ) ST~
pproved  Department of Archivegfand History Date

S-2¢-7¢

V Approved MARTA Managemant Advisory Committee Date

_1.

ajﬂf} /% tel ﬁ/’.}— L




B

- THecessary to control and account for all operations and activities

i

DIVISION OF ACC(_)UN"I‘I'NG

Functions and Responsibilities

The Division of Accounting is responsible for the accurate ré—
cording and time1§ reporting of all financial transactions
affecting the operation of the Authority's transit services and

activities; and the development of new systems and facilities.

Specifically, the division is responsible for maintaining
credibility and timely reporting of financial transactions;

s, @rid implements such systems and procedures as

of the Authority; maintains reporting of variations or wviolations
of Authority policies and procedures, contracts, payments, federal
and state requirements. Proyiaing timely responses to‘requests

" for non-routine information or'analysis is an additional res;

posibility of this division. //

Approved by: Y

Alan F. Kiepper
General Mapager

7
" Date: I.'l-fB"7J //

/
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-~ ,RECORDS MANAGEMENT DIVISION = | o . womsnmse ey, on oo ©
DEPARTMENT OF ARdHIVES AND HISTORY
ATLANTA, GEORGIA 30334

MICROFILM PROJECT EVALUATION FORM  :

)

1. AGENCY NAME AND ADDRESS

/ﬂﬁ R y
Jod fecce 7%&‘
50:7‘(/ /300 - ”7(/4"/

v hyg e LD e RS L

74, é’%

. ' . . - - .
' FOR RECORDS MANAGEMENT DIVISION USE
+ 4 o {] GurrentProject - [ ] Proposad Project
Date Received Application No.  Date Completed

e

2. EXACT SERIES TITLE: (From Item 9 Apphcigmon for Dlsposltlon Standardl

7/ LS A
Payroll Department 7294 Kgcs — rird i fes " Peclvelinae
3. INCLUSIVE DATES OF RECORDS PROPOSED FOR FILMING: * January 1976 - Forward : s ;
4, CUBIC FEET OF RECORD SERIES TQO BE FILMED: ' 3 "s 3 vairor ™ - SR :
5. NUMBER AND TYPES OF FII?ING EQUIPMENT CURRENTLY UTILIZED FOR STORAGE: C S S.'Lze

3 - 4 drawer lateral files; 2 units 8-shelve shelve flllng unlts - Letter
3 - 5 drawér vVertical files; 1 unit 8-shélve shelve filing unit : - Legal

SR AN e IR s T B I

[ N R TA .
LA RS e LR R

6. COPY OF APPROVED DISPOSITION STANDARD FOR PAPER FILE IS ATTACHED, - 572!' e - CU““GD’J 6?‘:4

] COPY OF PROPOSED DISPOSITION STANDARD FOR MICROFILM FILE IS ATTACHED. - 3 /ﬁa’«‘ 7
7. SERIES IS PROPOSED FOR FILMING IN THE FOLLOWING FILM FORMAT ;:
[ ] 16mm {1 35mm [ 1T Roll [ 1 Jacket [ 1 Aperture Card . f
(X1 Microfiche [ 1 Cartridge [ 1 Computer Output Microfilm .
[ 1 Other: (Specify) . - :
ey IS T Ag,q--;‘x B L L - T I L K ;
8. PURPOSE FOR FILMING IS AS FOLLOWS: (indicate order of mportance by numbers, Indlcate primary purpose by ;
numeral 1.) b
i
a.'[2] Reduce amount of space and equipment required for records storage.
b. [8] Preserve deteriorating records.
c. [ 7] Security or vital records protection. i
d. [1) Ease of reference. 3
e. [6) File integrity. ‘
f. [3] Ease of duplication and distribution of multiple copies. *
~g. [4] Save time and labor in repetitive operations. i
h. [5] Reduce computer costs {COM Application). §
i. [ 1 Other: (Specify) §
) : 3
9. RECORDS MANAGEM%OFFICER (Signature): . Date: _ ‘ Telephone No. é
— " ’ 4
! o Qs 3- L7 §5E-s280 ¢

</ - FOR RECORDS MANAGEMENT DIVISION USE e LT
10. This microfilm project [ } is approved [ ] isnotapproved [ ] isapproved with proviso. L *
(If not approved or proviso specified, see Item 11 below.) S

i
. State Records Management Officer Date
11. PROVISO OR EXPLANATION:
;
i
i
{

s jb l‘”‘! | S R T I B P

AR-67-72

COMPLETE REVERSE OF FORM




- -
-

12. FACTORS AFFECTING MICROF ILMING COSTS (Check appropnate box and explam ““yes" answers in detaﬂ ) Attach
additional sheets as required. / =

Yes No ' : e o ;
(X} [ 1] Do vou propose to contract wlth a sérvice bureau or commercial microfilm company to acoompllsh this project?

[ 1 X} will re-arrangement of the file be necessarv before filming? ., _ -

[ ] [x] Will paper fasteners {staples, etc.) have to be removed before filming? |

X1 [ 1 Is paper size, color and stock variable? |

[ ] [X] Are both sides of the documents to be filmed?

[ 1 [X] Are documents to be added to the file after filming?

X] [ 1 Is time of the essenl:e in microfilming this file? (A “yes"” answer indicates high volume, daily usage.)

(Xt [ ] Is high-speed information retrieval an important feature of the proposed microfilm file?

X1 []  Are copies to be mada from the master negative? {State number, type and distribution of copies.) 7

13. USE THIS SPACE FOR COMMENTS AND EXPLANATIONS AS REQUIRED.

See Attached.

IMPORTANT: COMMITMENTS WILL NOT BE MADE TO VENDORS

AR-57-72




